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INDIAN COUNCIL OF AGRICULTURAL RESEARCH
KRISHI BHAWAN: NEW DELHI-1

F.No0.10(4)/2011-WS Dated the 04™ Sept.,2013

ENDORSEMENT

Department of Administrative Reforms & Public Grievances, Ministry of
Personnel, Public Grievances & Pensions, Govt. of India, New Delhi has issued O.M.
No.48013/1/2011-0&M dated 26® April, 2013 & 25" February, 2013 regarding
Procedures to deal with letters received from the Members of Parliament, member of
public, recognized association or a public body. A copy each of the above O.Ms. issued
by the Deptt. of Administrative Reforms & Public Grievances are enclosed for

information, guidance and strict compliance.
(RAJASHREE SUNIL)
UNDER SECRETARY(WS)
DISTRIBUTION:

1. All Directors/Project Directors of all ICAR Institutes/NRCs/PDs/Bureaux/ZPD
2. Sr.PPSto D.G., ICAR/PPS to Secretary, ICAR/PPS to FA (DARE)
3. Officers/Sections of ICAR Hgrs., KB/KAB-I/1I/NASC
ISO, DKMA, KAB for uploading in the ICAR web-site.
5. Guard File.
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No.48013/1/2011-0&M
1 %e Government of India
' Ministry of Personnel, Public Grievances & Pensions
Department of Administrative Reforms & Public Grievances
(O&M Division)

..............

5" Floor, Sardar Patel Bhavan,
Mew Delhi, the 26" April, 2013

OFFICE MEMORANUDM

Sub: Procedures to deal with letters recsives from the Men wers of Parliament,

member of public, recognized association or a public body.

The undersigned is directed to say that the Prime Minister's Office has informed
us that they have received complaints from the Members of Pariiament that the
provisions contained in Central Secretariat Manual of Office Procedure (CSMOP) with
regard to dealmg with references received from the Members of Parliament are not being

adhered to.
2. In this regard attention is drawn to the Para 63 and 86 of CSMOP which lays
down the procedure for handling the letters received from the Members of Parliament. it

stipulates that each communication received from the Members of Parliament will bs
acknowledged within 15 days, foliownd by raply within next 15 days of acknowledaement

sent.

3. The Depértment of Administrative Reforms and public Grigvances has on varioqs

“occasion impressed upon all the Ministries/Departments that guidelines mentioned in

Para 63 and 66 of CSMOP should be scrupulously followed. Recently, this Department
has reiterated the provisions contained in Para 63 and 66 of CSMOP to all the

Ministries/Departments on 25,02.2013. (Copy enclosed)

4. it is requested to bring the above mentioned instructions to the knowledge of all
the officers of your Ministry/Department and subordinate/attached offices under the
administrative control of your Ministry/Department and issue instruction to sensitize them
for sending prompt reply to the letters received from the Members of Parliament.

(Arvind Suri)
~ Director
Tel: 23745472

fo

Il the Secretaries of Ministries/Cepartments of the Gpvernrnenp\or India
As per list attached)
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No.48013/1/2011-0&M
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Administrative Reforms & Public Gnevances
(O&M Division)

--------------

5" Floor, Sardar Patel Bhavan,
New Delhi, the 2¢™ February, 2013

OFFICE MEMORANDUM

Sub: Procedures to deal with letters receivad from the Members 'of Parliament, member of
public, recognized association or a public body.”

- The paragraph Nos.63- & 66 of the Chapter No. VlH (Forms & Procedurs of
Communication) and of the Central Secretariat Manual of Office Procedure (CSMOP) and
paragraph Nos.127 of Chapter No.XIV prescribe the procedure for dealing with the
correspondence received from Members of Parliament, VIPs, members of public,
recognized association or a public body, The same are reiterated, as given below, for strict

compliance:-

Para 63: Correspondence with Members of Parliament -

(1) Communications received from Members of Parliament should be aitended to
promptly.

(2) Where a rommunication is addrPssed to a Ministar. it should, as far as practicable,
be replied to by the muimisier nimsen, in otner cases, a reply should normally be ISSUBU over

the signature of an officer of the rank ot Secretary onuy.

(3) Where, however, a communication is addressed to the head of an attached or
subordinate office, Public Sector Undertakings, Financial Institutions (including nationalized
banks) Division/Branch In charge in a Ministry/Department/Organization, it should be replied
to by the addressee himself. In routine matters, he may send an appropriate reply on his
own. In policy matters, however, the officer should have prior- consultation with higher
~authorities-before sending-a-reply. 1t should,” however, be ensured that minimum- level-at
which such replies are sent to Members of Parhament is that of Under Secretary and that

also in a polite letter form only.

A) Normially information sought by a Member should be supplied unless it is of such a
nature that it would have been denied to him even if asked for on the ﬂoor of the Houses of
Parliament. " :

(5) As far as possible, in corresponding with Members of Parl:amewt pre-printed or
cyclostyled replies should be avoided.

| (8) In case a reference from an ex-Member of Parliament is addressed to a Minister or

Secretary, reply to such reference may be sent by the concerned Divisional Head after
obtaining, approval of the Secretary of the Ministry/ department. In case the reference is
addressad to a lower level officer, reply to such reférence could be sent by the officer on his
own in-non-policy cases and after obtaining approval of the higher authorities in policy
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= casesaHowever, the minimum level at which repfy could be sent should be that of an Under |
Secretary and that too in letter form only. . | |
l

Para 66; Prompt requn's"a"‘ to letters received- |
(1) Each communication received from the Members of Parliament, a _member of L
public, a recognizéd association or a public body will be acknowledged within 15 days, ;
followed by reply within the next 15 days of acknowledgement sent. ‘

J
|

(2)  Where (i) delay is anticipated in sending a final reply, or (i) information has tq be
obtained from another Ministry or another office, an interim reply will be sent‘Withm a
month. (from the date of receipt) indicating the possible date by which a final reply can be
iven. bt "2l g : 0 )

?3) If any such communication is wrongly addressed to a department, it will be l
transferred promptly. (within a week) to the appropriate department under intimation to ,
the party concerned. N l
(4).  Where the request of a member of the public cannot be acceded to forany reason,
reasons for not acceding to such a request should be given courteously. - .

'(8)  As faras possible, requests from members of public, should. be-looked at from the
user's point of view and not solely from the point of view of what may be administratively

~ convenient. '

Para 127: Waich on disposal of communications received from Members of
Parliament-—— . g 7 ~
(1) The personal section of each Joint Sacretary/Director (if the Director submits cases
direct to. Secretary/Additional Secretary) will maintain a separate - register of
communications recsived from Members of Parliament in the form.given in Appendix 45.
The serial number at which a letter Is entered in this register will be prominentiy-marked on

that letter together with its date of regisfration e.g., ;
125/JS/(PIMP’ ' : ' -
20.3.2009 AT | : | |
(2) To keep a special watch on speedy dispcsal of communications received from |

- Members of Parliament, each section wil, -~ -, e

(a) maintain a register as in form at Appendix 46; and e i ool

(b) mark out prominently those communications finally disposed of by circling the
serial numbers in the register in red ink. ' :

(3) If for any réa_son an .M.P:’sf- letter is received.by 2 section without being p;egistered in
the personal section of the Joint Secretary/Director, it should be got registered there
immediately. | ZE ' .

(4) On the first working day .of each month, each section will submi ister

: i ‘ ! : mit the register, along .
with the report in the form at Appendix 47 to the Under Secretary/Deputy Secretary. Thg
repari, with the remarks of -Under Secretary/Deputy Secretary, will be submitted to the
Director/Joint Secretary and register will be returned to the section. >
(5) The personal section of the Joint Secretary/Director will check whether all the

communications entered in its register figure in the re '
: ; ports sent by the sections. If an
discrepancy’is found, it should be reconciled. Thereafter, the report will be submitted to thg

s 5N
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—---—-Jeim——Seefetaﬁyfarractor-~for ~serutiny —and--for~such™~ other “action "as "he may consider

appropriate. -~
(6) Ministries/Departments may, through departmental :nstruct:ons include additional

columns 1 tn the forms at: Appendices 45,46 & 47 to suit local needs.

2. Copias of Appendrces 45, 46 and 47 for monitoring of disposal of communications
received from. Member of Parliament as referred to in the paragraph 127 of the Chapter
No.XIV (Check on Delays) of the CSMOP are ‘enclosed for ready raference at Annexure-i,

Anne"ure—fl and. Annexure-m respechvely

; ' (Arvmd Suri)
‘ | Director
: : . Tel: 23745472

To

The Joint Secretary (Admn) of all the Ministries/Departments

(As per list attached)

o L At wy i m e
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Register for keeping a watch on the disposal of communications recsived from Members of Parliamant
. (To be maintaingd by Seétidns}Desks} :
g | [Vide para 127 (2)(@)]
Narmie of Secian/DasK... ...c....i%... e

.r ::.. T , S — - : = [”- ‘ -
Si.{Diary | Joint- - |No.& (Name [Towhom | Subject| Dateof File | Pate of |Date of | Remarks
NaI No.& | Secrefaiyfdate of [of M.P. [address- acknow-| Ne. | jaterim | final .
- |Date | Director” | Camm-| - ed ledge- - | reply | reply
| Diary- jupica~ | - - ment 15 :
o S TS ] £ S R . ! T B i
SRS S NN o 8 |8 10 | 11 12
"
C.
i
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. - APPENDIX 45

Register for keeping a watch on the dispasal of communications received from Member of Parliarent
(Te be maintained by persanal secfions of Joint Secretaries/Direciors)

[Vide para 127(1))
Sl | Diary No. | No.anddateof | Name Towhom Brief Section/ Remarks

No.| & Date communication | of MP. | addressed | Subject desk
) i concerned

5 5 7 g8

————
R
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